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New user registration -- create username & password

Login

Click - service request under My request

In Service request screen select

a) Select Name of ULB

b) Select Service category - Building plan management

¢} Selectservicename - Planning permission with building license request

(Below 12meters) / (Below 1200 sqft)

a()

Fill up the Applicant informations

a. Attach assessment No. ( property / vacant land tax to be paid up to date}

b. Select application type — New or Additional construction

¢. Enter the name of the applicant / Registered professional / Power of attorney
d. Upload applicant photo (100kb file size in png / jpeg / jpg format)

(ii)

Communication address

Enter the communication address of the applicant in the fileds provided

(iii)

Asset details

a} Select if site is vacant or Building exists in the box provided
b) Select the type of survey No. — Town survey / Revenue village

(iv)

Pro construction detail
Enter Land use as per Master Plan
Enter location address of the site
Enter No of kitchens
Enter survey no of the site
Enter height of the building
Select proposed usage of the building — Residential / Commercial /
Industrial / Educational Institution
g. Select the Registered professional by entering the numerical code of concerned
uLBs
| h. Select Road Type — NH/SH/Other
’ i. Ifitisa public building - select Yes / No
j-  Select building area type
i) Economically weaker sections
i) Coastal regulation zone
ii) Conservation zone in Heritage towns
! iv) Transit oriented development area
v) Natural hazard prone areas
vi) Others
vii}Hill area
| k. If OSR site is handed over select —Yes / No
i I.  upload the building drawing in autocad format duly drawn as per Smart DCR
j guidelines
" m. Select Layout details, whether Approved / Regularised / Others
i} If“approved” - upload the layout copy

~®ango




ii)  if “regularised” — Enter plot No.
Enter extent of the plot
Enter amount of Development charges paid
Enter date of regularisation
Upload order copy of regularisation
i) ¥ "Others” enter the extent of site as per patta in sgmtr
extent of site as per registered document in sqmtr |
extent as per site in sqgmtr (system will automatically
choose the minimum extent of the above}

(v} | Proposed floor details
For each floor enter the following details in each row
a. Unit No. ( No of dwelling{s})
b. Select the fioor { Ground / first / second / stilt / basement)
c. Select Usage of the building — Residential / Commercial / industrial / Educational
Institution
d. Select construction type — Asbestos / Bricks / RCC
e. Enter built up area (plinth area) for each floor separately
(vi) | Scrutiny fee is auto calculated and displayed
{vii} | Details of the owmership of the property

a) Tick the box according to the document supporting the ownership of the site

b) Enter the details as in the documents and upload the relevent document {max.
1.5 mb file size in png / jpeg / jpg format)

c) Additional documents can be added by clicking {+} sign for additional rows

(viii)

Submission of mandatory documents and other documents listed in

(Annexure — B) {max 1.5MB in jpg/jpeg/pdf format)

(ix)

After completing the above said process SUBMIT the file for payment of
Registration & Scrutiny fees.
a. After payment is made, payment receipt is generated.
b. The uploaded drawing file is scrutinized in Auto scrutiny software.,
¢. Once drawing plan scrutiny in Auto scrutiny software is complate, the file is
transferred to the worklist of JE / TP of the ULB.

()

File will be processed for approval or final orders in official workflow. Once the
Commissioner approves the proposal, the demand for payment of licence fee and
shall be sent to the applicant by email and SMS.

{xi)

If the applicant fails to pay the fees fully within 15 days from the date of demand
generation, the file will be closed with an inimaticon to the applicant.
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Checklist Description

SI.No

Documents

Madatory documents to be uploaded

*Up to Date Encumbrance Cerlificate (EC) - for past 13 years

*Copy of Parent documents since 1975

*Copy of Sale Deed/ Lease Deed/ Gift Deed/Partition Deed / Power of Attomey Deed

| W N -

*Town Survey Land Records (TSLR), FMB copy/TownSurvey Map along with Chitta,
Adangat

*Site Plan in appropriate scale

*Topo plan showing all existing developments in 100 meter radius

*Certificate of Approach Road Details from the Executive Officer of the Local Body

*Copy of estimation for Labour Work

*Statistics forms duly filled by applicant as per template

*Affidavit duly filled and signed

*Rain Water Harvesting System Shown in the Drawing

Additional Documents to be uploaded if required

Sewage Treatment Plant details shown in the drawing or certificate of availability of
underground drainage facifity from the Executive Officer or Commissioner in case of
urban local bodies as the case )

Contour plan of site (if site falls in HACA area)

Recommendation of the AAA Committee for buildings with more than 250 sq.m plinth area
in hill stations notified in The Nilgins,Dindigul and Salem Districts

Demolition deed, if an existing structure has to be demolished

Project Report Detailing the raw materials used, process of manufacturing in case of MSB

& industries

Legal Heir and Death Certificate (if applicable)

Solar Water Heating System Shown in the Drawing

Certificate from the licensing authority If the site lies within 300 m from the boundary of

livefabandonded quarry

Certificate from the licencing authority If the site lies within 500 m from the boundary of

live crusher

No Objection Certificates if applicable

NOC from Railways

NOC from Archaeological Survey of India (AS!)

NOC from Housing Board

NOC from Poliution Control Board

NOC from Airports Authority of India

TR | B W N -

NOC from Fire and Rescue Services Department




7 NOC from Indian Air Force
NOC from Revenue Department

9 NOC from the Competent Authority of Local Bodies if the site lies within a distance of 90
meters from the boundary of the buriat ground

10 NOC from appropriate authorities (if required) (needed if the land falis within 15 meters
from any tank/reservoirWater coursefriverfiresh water channel or well) &

11 NOC from the Principat Chief Conservator of Forests (if site falls in HACA area)

12 NOC from the Agriculturat Engineering Depamment (if site falis in HACA area)

13 NOC from the Assistant Director/ Deputy Director of Geology and Mining department of
respective district leveit (if site falls in HACA area)

[ LT
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Office procedure to scrutinize building application

Description of task

Duration

Town Planning Inspector / Junior Engineer

Work list

View the work fist daily

Scrutiny report

a) Verify each and every parameter with regard to TNCDBR
2019.
b) If any parameters does not satisfy with TNCDBR 2019

raise quernry

i)

Drawing plan

a) Verify the heading, size of the rooms, usage of the rooms,
usage of floors, no. of parkings, no. of dwellings etc., and
match with the scrutiny report and TNCDBR 2019.

b) if any difference is found with the scrutiny report, raise

querry.

iv)

Checklist verification

Ensure whether all the documents are uploaded as per the list
without any omission ‘

v)

Querry list

a) i any issue in scrutiny report, drawing plan and the
documents in the check list is observed, then enter the
issues in the space provided for querry raising and send it
to applicant.

by If no issue in scrutiny report, drawing plan and the
documents in the check list is observed, then move to
next step.

vi)

Verification of documents, drawing plan and schedule for
inspection of site shall be done within 3 days after receipt of
the application in the work list. Automated message will be sent
by SMS to applicant.

For Sl.No.
fto6-
3 days

vii)

Inspection

After inspection of the site, inspection report and fee details
should be uploaded within 48 hours after inspection for onward
movement of the application to TPO / Commissioner.

2 days

Town Planning Officer

1. Inspection if required and verification of the scrutiny report,
drawing plan and the documents has to be done within 3
days after receipt of file from TPI/JE and forward with his
recommendation to next levei ie., Commissioner.

. if any documents required or any detects noticed, file may
be returned to the applicant for rectification and
resubmission.

[

3 days




Commissioner

1. Commissioner shall approve / retum / refuse the application
within 3 days after receipt of the application.

2. Once Commissioner approves the application, Demand is 3 days
generated and information will be sent to applicant via SMS &
mail.
Mode of payment of fees
1. Online facility has been provided for payment of fees through | 15 days
Payment Gateway.
2. The applicant can pay the fees. online after receipt of demand
notice.
Issue of final approval order
1. After payment of fees the file moves to login of TPI / JE for 2 days

verification of payment of all fees.

2. After venfication of payment the file is forwarded to
Commissioner where TPO post is not avaitable (or) to TPO as
the case may be.

3. After verification of the fees by TPO / Commissioner order of
Planning permission, Building Licence and Building plan will
be sent to the applicant through mail with QR code,

4. The applicant can verify the genuineness of the approval
details by scanning the QR code.

5. If the applicant fails to pay the fees fully within 15 days from
the date of demand generation, the file will be closed with an
inimation to the applicant.




